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First things first…

Budget
Before making the flight arrangements, hotel 
accommodations, or any travel reservations a 
club/organization must have the FUNDS. 

SGA funds up to one out of state conference 
per year, and one in-state trip per semester.  
Raise money by holding fundraisers.
Please check the status of your account with 
The Office of Student Life prior to making any 
travel arrangements.



The funds are there, let’s get 
moving!

General guidelines:
• Paperwork should be submitted 15 business days (3 

weeks) prior to the event. This allows for The Office of 
Student Life and Accounts Payable to process the 
paperwork effectively and efficiently. 

• A Faculty Advisor must attend all trips. They are 
responsible for ensuring that all students return to 
campus safely.  

• It is ultimately the responsibility of the advisor to make 
sure that all paperwork is submitted on time and 
correctly.

• Contracts, if applicable, can only be signed by Vice 
Presidents and then must be signed by the Assistant 
Attorney General. Please utilize the Purchase Order 
process when possible.



Start your engines and your 
pens.

All trips require an Off-Campus Facility 
Usage Form and Assumption of Risk 
Forms to be filed with the Office of 
Student Life. The Office of Student Life 
uses this form as a means to recognize 
and authorize a club’s trip.



Off-Campus Facility Usage Form Sample
The following forms for this off-campus event: 
 
 have been completed by the organization and are attached for review 
 by the Dean of Student Affairs; 
 
 (A) Contracts for Facility   YES  NO  N/A 
 
 (B) SCSU Fund-Raising Form  YES  NO  N/A 
 
 (C) SCSU Alcohol Policy Addendum YES  NO  N/A 
 
 (D) Contracts for Services   YES  NO  N/A 

 
N/A denotes information is not applicable to this particular event 

 
We, the undersigned, agree to comply with all University policies, rules, and regulations governing the 
sponsoring of off-campus events by clubs and organizations. 
 
President  ______________________________    Date  _____________________ 
 
Advisor  ________________________________    Date  _____________________ 
(Advisor signature denotes acknowledgement that their presence is mandatory for the entirety 

of the event) 
 
This off-campus event has been approved based on the information submitted by the organization to 
the Dean of Student Affairs Office. 
 
This approval is being given with the understanding that the terms, conditions, and/or restrictions 
noted below shall be implemented and adhered to by the organization: 
Denise Bentley-Drobish, Director of Student Life___ (name, title), to supervise throughout the 
event. 
(Please Print Name of Supervising Advisor) 
Supervising Advisor’s Emergency Contact Number(s): 
Office #___2-5782__  Cell # _203 555 5555 Home # 203 555 6677_ 
 
Assumption of risk forms to be submitted to the Office of Student Life, room 244, Michael J. Adanti 
Student Center by ____4/19/06__ (Date at least 2 days prior to the event) 
 

For Office Use Only: 
__ Students must be made aware that they are responsible for providing their own transportation to 
and from the event and must state this on the assumption of risk form. 
2 
__ A detailed itinerary must be filed in the Office of the Dean of Student Affairs by ______ listing all 
contact information, travel arrangements, hotel arrangements, and planned events for the trip. 
 
Additional Stipulations:  _____________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
Dean of Student Affairs  ____________________________  Date  ______________ 

SOUTHERN CONNECTICUT STATE UNIVERSITY 
NEW HAVEN, CONNECTICUT  06515-1355 

 
FACILITIES USAGE FORM FOR OFF-CAMPUS EVENTS 

 
This form must be filed in the Office of Student Life, Michael J. Adanti Student Center, room 244 at 
least fifteen (15) class days prior to the proposed event. 
 
If this event requires  a) more than $25, b)out of state travel, or c) travel overnight then a Travel 
Authorization Form (TA) must be submitted with this form. 
 
Please Type or Print 
 
Organization Name     The Student Life Club   
 
Contact Person       Sal Rizza   
 
Local Address   MJA Student Center, Room 244       
 
Local Telephone Number   203 392 5782   Cell Phone Number _______203 555 5555__ 
 
Event Description   Bowling and China Buffet   
 
              
 
Date of Event   05/04/06      
 
Facility   Hamden Bowling Lanes/China Buffet      
 
Address   2300 Dixwell Avenue, Hamden CT, 06473   
 
Phone Number   203 248 5503       
 
Event Beginning Time   7:00pm   Event Ending Time   11:00pm  
 
Anticipated Attendance   25   Admission/Ticket Price(s)  TBD 
 
This Event Will be Open to the Following (circle all that apply) 
 

  Southern Students  Southern Community Outside Guests 
 

Provisions made for police/security coverage     N/A     
 
              
 
Transportation arrangements    Personal Transportation  
 
              
 
______________________________________________________________________ 



Assumption of Risk Form Sample

If the trip is funded by a club or 
organization through SGA 
funding, all students attending 
must be full-time, undergraduate 
matriculated students. Part-time 
students wishing to participate 
can do so by purchasing the 
University Accident Insurance 
through the business office for a 
nominal fee.
If students are providing their own 
transportation, it must be 
indicated on the assumption of 
risk form.
Students providing their own 
transportation must provide The 
office of Student Life with a photo 
copy of their driver’s license and 
of the Declaration Page of their 
Insurance Policy.

SOUTHERN CONNECTICUT STATE UNIVERSITY 
New Haven, Connecticut  06515-1355 

 
STATEMENT OF DUE WARNING AND ASSUMPTION OF RISK FORM 

 
Print or Type Information 
 
 I, _Jamie Sullivan___ being eighteen (18) years of age or older, voluntarily agree to 
participate in the following activity (please list specifics) 
 
 Bowling Night and China Buffet with The Student Life Club. I will be providing my own 
transportation.           
 
On the following date(s)  05/04/06      
 
With the following class/group/organization:  The Student Life Club     
 
 I am aware of the inherent and/or latent danger (including but not limited to: risk of serious 
injury, the hazards of travel, accident or illness, or acts of God) of participating in such an activity. 
 
 I am aware that I should (if appropriate) have a medical exam prior to participating in this 
activity to ensure that I am in good physical health.  I am aware that I should see that I am properly 
covered by adequate accident and/or medical insurance.  If I am not, I agree to obtain sufficient 
liability/accident/health/travel insurance, at my own expense, to insure me against any loss 
occasioned by this activity. 
 
 I am also aware and have been advised that the University and/or its personnel will provide 
minimal or no supervision during this activity. 
 
 Knowing this, I assume all risks that may arise from or in connection with this activity.  In 
addition, I do hereby agree and warrant to release and hold harmless the State of Connecticut, 
Board of Trustees of the Connecticut State University and/or Southern Connecticut State University, 
its agents and employees, from any and all liability, claims, demands, actions and causes of action 
whatsoever, arising out of or related to any loss, damage or injury resulting from my voluntary 
participation in this activity. 
 
Individual's Name   Jamie Sullivan     
 
Student ID #  7000000    Local Telephone   2-5782 
 
Local Address   102 Neff Hall     
 
                        ________New Haven, CT 06515      
 
Emergency contact info:   Bethany Sullivan  Phone 860 222 2222 860 333 3333 
           Name        Day       Night 
 
Signature           Date      
 

Forms must be submitted to the Office of Student Life, 
Michael J. Adanti Student Center, Room 244, prior to the activity taking place. 

 



The CSU Travel Authorization 
Form

All trips that are out-of-state, overnight, or over 
a total of $25 require a Travel Authorization 
Form.

Attach list of students with their Student ID 
numbers
Attach a detailed itinerary with information including 
lodging, flight arrangements, departure and arrival 
times. Things may change but initially, this 
information should be included.
All expenses must be listed (hotel, transportation, 
registration fees, advisor costs, etc… and a source 
for these costs must be attached -quotes, 
registration forms, etc…)



Signatures

Prior to being submitted to The Office of Student 
Life, the TA Form must be signed by the employee 
traveling (advisor), that employee’s supervisor, and 
for faculty members, the dean of that individual’s 
school and Academic Vice President. All 
employees should discuss traveling with the 
club or organization they advise far prior to the 
trip taking place.
The Office of Student Life will approve the budget, 
secure the Vice President of Student Affairs 
signature if needed, and contact the advisor with 
any questions, comments, and or concerns.



The CSU T.A. Form

This is a sample form 
where “The Student 
Life Club” has 
requested money for 
dinner and a bowling 
night. 



Dispersing Funds through 
vouchers

In order to receive the 
funds listed on the T.A. 
Form, “The Student Life 
Club” has submitted two 
payment request forms. 
One directly for the lane 
fees at the Hamden 
Lanes and one as an 
advance to be used at 
China Buffet. These 
forms can be submitted 
with the T.A. Form.



Requesting Vans- Eligibility

Southern Connecticut State University full-time 
employees, full- time students, University Assistants, 
and part-time employees are eligible to drive vans as 
long as they fulfill the following requirements-

Drivers must be acting in accordance to their 
responsibility to a Southern Connecticut State 
University club or organization.
Drivers must be 21 years of age or older.
Drivers must read and agree to the Van Usage Policy.
Drivers must successfully complete the driver 
safety program coordinated by the Office of the 
Dean of Student Affairs and the Department of 
Public Safety.



Requesting Vans- How

Fill out a Student Affairs Van Usage Form, available in 
the Office of Student Life, or on-line to Sal Rizza, 
Assistant Director of Student Life in the Michael J. Adanti 
University Student Center, Room 213.
The form will be reviewed and approved by the Office of 
Student Life.
Sal Rizza will send the requester who submitted the form, 
an e-mail confirming that the form has been approved.
The van requester may pick up the keys from the Office 
of Student Life between 8:30am- 4:30pm, Monday 
through Friday but should not pick them up before more 
than one day prior to the trip.

The complete list of van policies can be obtained 
from The Office of Student Life 



The vans go bowling!



When the going gets tough.

Flight Arrangements
Arranging flights can be challenging. The basic rule is the 
earlier the better. 

The University utilizes Sanditz Travel Agency for its travel 
needs. Call 1-860-658-1901 to obtain pricing for flights. 
Once a TA is completed and Accounts Payable has 
assigned a TA Number, you can contact Sanditz to reserve 
flights. When calling you will need to know the following-

The TA Number, 
The Agency Name; Southern Connecticut State University
The Agency Number: CSU85000
The advisor who is traveling will need to know their employee 
ID Number

Please email Anele Harrington at 
harringtona1@southernct.edu if the amount for flights has 
changed from what was originally requested.
Anyone who reserves a flight by credit card through an on-
line travel site (ie…Travelocity) will not be able to be 
reimbursed until after the trip.  

mailto:harringtona1@southernct.edu


Over the river and through the 
woods…don’t forget the tolls.

Other Expenses can add up very quickly. Here 
are a few-

Gas- when utilizing the University vans, they must 
be returned with a full tank of gas. Please be sure 
to plan accordingly.
Tolls- A cost often forgotten about.
Parking- Many places (Boston being the most 
expensive) require one to pay for parking.

Please be sure to include these costs on the TA 
Form and to request a cash advance to pay these 
costs.



Keep the change…make the 
revision.

Things may change. In the event that 
your trip is postponed, your advisor can 
no longer travel, or your conference 
changes locations, please inform The 
Office of Student Life as soon as 
possible. In some cases, a Revised 
Travel Authorization may be needed. 



Winter Advisory…

Trips Leaving from Campus
The trip advisor will be responsible for tracking weather leading up to the trip. Decisions regarding 
postponement or cancellation should be made prior to the trip whenever possible.  
In the event of inclement weather, please call 392-SNOW. If the university is closed, please call 
Denise Bentley-Drobish (203) 619-1782 or Sal Rizza (203) 619-1785 to determine whether the trip is 
to be cancelled, postponed, or move forward as scheduled.
If the university is not closed during inclement weather (snow or ice), on the day the trip is scheduled 
to depart, the advisor must contact The Office of Student Life to discuss the option of postponing or 
canceling.
At all times, the safety of the students travel must take precedence.

Trips Returning to Campus
The trip advisor will be responsible for tracking weather leading up to the trip’s departure. Decisions 
regarding postponing the return should be made prior to the trip whenever possible.  
In the event of inclement weather, please call 392-SNOW. If the university is closed, please call 
Denise Bentley-Drobish (203) 619-1782 or Sal Rizza (203) 619-1785 to implement an appropriate 
plan.
If the university is not closed during inclement weather (snow or ice), on the day the trip is scheduled 
to depart, the advisor must contact The Office of Student Life at (203) 392-5782  to discuss the 
option of returning at a later date.
At all times, the safety of the students travel must take precedence.



While you are away.

The Policies and Code of Conduct of SCSU are 
to be followed by all students.
In the event of an emergency (medical, illness, 
police incident, etc…), please contact Campus 
Police at 203 392 5375 to notify them of the 
incident.
Please monitor the weather conditions both 
locally and at your intended destination. 
Inclement weather, forest fires, and threatening 
situations have affected travel in the past. 
Please notify The Office of Student Life or 
Campus Police if you need assistance.



Welcome Home!

Employee Voucher (The Yellow Form)-
The Advisor who submitted the initial TA 
Form must complete an Employee 
Voucher when they return. On this form, 
all expenditures are to be accounted for.
If The Student Government Association 
funded the conference, a conference 
report must be submitted by all 
participants upon their return.



Thank you for riding with us.

We are happy to help you with all of your travel 
needs.

The Office of Student Life
Denise Bentley-Drobish, Director of Student Life and 
Student Affairs
Sal Rizza, Assistant Director of Student Life
Eric LaCharity, Assistant to the Director of Student Life
Charlene Stack, The Office of Student Life Super 
Secretary
Kim Peterson, Kim Hronis, Felicia Valentino, Graduate 
Interns
And our Amazing Student Staff
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